Prepare a Competitive Sealed Bid from a ;@y/ﬂj
Sourcing Project: Combined Two-Step

This Quick Reference Guide contains information about how to issue, evaluate, and
award sealed bids using the Combined Two-step Invitation for Bids (IFB) approach.

Why use a Combined 2-Step IFB? The Combined 2-step IFB is a type of solicitation

that allows responses to be reviewed in two distinct steps:

1. Technical Proposal Evaluation: The buyer evaluates the technical proposals and
eliminates any that do not fully meet the requirements before reviewing pricing.

2. Pricing Proposal Evaluation: The buyer evaluates the pricing information (for
supplier proposals that fully meet the technical requirements) and makes an
award.

The Buyer issues only a single solicitation and suppliers have to respond only once.
The review process described above eliminates the need to use multiple solicitations
and suppliers having to respond multiple times.

Issuing the Solicitation — Key Notes

The standard process for issuing a solicitation in eVA can be followed with the following
noted exceptions:

* Choose Competitive Sealed Combined Two Step as the Project Type
* Choose 2 Step IFB (2STP) as the Opportunity Type (on the Prepare RFx tab)
* Complete the Technical Questions tab (on the Prepare RFx tab)

* Line Item(s) are required — Add line items (on Items F tab)

Evaluating & Awarding — Key Notes

The standard process for evaluation and award of solicitation can be followed with the
following noted exceptions:

* Paper responses should be entered, reviewed, and evaluated after the bid closes
and before reviewing electronic responses

* Technical Proposals must be reviewed prior to pricing information becoming
available for review

If you need information or training on how to create, manage, evaluate, and award
procurements in eVA, click here.


https://eva.virginia.gov/eva-supporting-documents.html

Issuing a Competitive Sealed Combined Two Step

1. Choose Competitive Sealed Combined Two-Step as the Project Type and follow the
standard process for completing the project, team members, documents, and suppliers

steps.
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2. Complete the Setup Tab on the Prepare RFx step, following the standard process for
completing the information on the Setup Tab. Note that the RFx Type defaults to
Combined Two Step.

Once you choose save, in addition to the standard tabs, you will see the following two new
tabs:

* Technical Questions tab: This allows you to define the technical information you would
like back from the supplier. The following pages will show you how.

* Technical evaluation questions tab: This tab is not used at this time. Please ignore.




The Technical Questions are created by the buyer to be completed by the suppliers. This is where you can
request information; the supplier responses and technical attachment(s) make up the technical proposal.

For ease, a template has been created for your use to standardize the process.

3. From Technical Questions tab, select Copy from Template.
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4. Choose the Combined 2 Step template (by selecting the checkbox next to the template name).
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5. Review the questions added from template.

The Preview button can be used to view the questions as the supplier will see them.

The Clear Questionnaire button can be used to clear out all the questions if needed.
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6. Use the standard process to add your line items(on the Items (F) tab) and documents (on the
Publicly Posted Documents tab).

IMPORTANT NOTES:

You are required to add at least one line item. The system will not let the solicitation publish without

a line item. These line items are what the supplier responds to for the pricing evaluation step.

If you have attached a document to the Documents tab and would like for it to publish publicly along
with the solicitation, please make sure you have added it to the Publicly Posted Documents tab.

7. Use the standard process to submit and publish the solicitation.




How to Enter a Paper Response for a Combined 2-Step

When the bid period has expired, you can begin your review of paper responses. Open the paper
Technical envelope for the bid and determine whether the technical requirements have been met.

If the technical requirements have been met:
1. Go to the RFx Activity tab and select the + sign corresponding to the company whose bid you
are reviewing.
Enter the technical response.
Open the paper Pricing envelope.
Go to Items (F) tab and enter the item pricing information.

If the technical requirements have not been met:
1. Go to the RFx Activity tab and select the + sign corresponding to the company whose bid you
are reviewing.
Enter the technical response.
DO NOT OPEN the paper Pricing envelope.
Go to Items (F) tab and enter 0.00 for item prices.
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How to Review Submitted Proposals

Follow the steps below after the bids have been unsealed.

1. From the Open Technical Envelope tab, click the link in the Proposal column for the first proposal to
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3. When you return to the Technical Envelope, accept or reject the proposal using the appropriate
button in the Actions column. Continue to review and accept or reject each proposal.
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Note that you can make changes to the Actions selected for each proposal.
4. When you have finalized your choices, select Save.
5. Select Close Envelope after all proposals have been reviewed.
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6. Go to the Analyze & Award tab. Any proposals that you accepted in the Technical Envelope will

be shown here.

Follow the standard process to analyze pricing information and to make your award decision.
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